This is a digital copy of a book that was preserved for generations on library shelves before it was carefully scanned by Google as part of
to make the world’s books discoverable online.

It has survived long enough for the copyright to expire and the book to enter the public domain. A public domain book is one that was nevel
to copyright or whose legal copyright term has expired. Whether a book is in the public domain may vary country to country. Public domair
are our gateways to the past, representing a wealth of history, culture and knowledge that’s often difficult to discover.

Marks, notations and other marginalia present in the original volume will appear in this file - a reminder of this book’s long journey fro
publisher to a library and finally to you.

Usage guidelines

Google is proud to partner with libraries to digitize public domain materials and make them widely accessible. Public domain books belon
public and we are merely their custodians. Nevertheless, this work is expensive, so in order to keep providing this resource, we have take
prevent abuse by commercial parties, including placing technical restrictions on automated querying.

We also ask that you:

+ Make non-commercial use of the fild&e designed Google Book Search for use by individuals, and we request that you use these fil
personal, non-commercial purposes.

+ Refrain from automated queryirigo not send automated queries of any sort to Google’s system: If you are conducting research on m:
translation, optical character recognition or other areas where access to a large amount of text is helpful, please contact us. We encc
use of public domain materials for these purposes and may be able to help.

+ Maintain attributionThe Google “watermark” you see on each file is essential for informing people about this project and helping ther
additional materials through Google Book Search. Please do not remove it.

+ Keep it legalWhatever your use, remember that you are responsible for ensuring that what you are doing is legal. Do not assume |
because we believe a book is in the public domain for users in the United States, that the work is also in the public domain for users
countries. Whether a book is still in copyright varies from country to country, and we can’t offer guidance on whether any specific
any specific book is allowed. Please do not assume that a book’s appearance in Google Book Search means it can be used in al
anywhere in the world. Copyright infringement liability can be quite severe.

About Google Book Search

Google’s mission is to organize the world’s information and to make it universally accessible and useful. Google Book Search helps
discover the world’s books while helping authors and publishers reach new audiences. You can search through the full text of this book on
athttp://books.google.com/ |



http://books.google.com/books?id=l8cq_gHsNLwC&ie=ISO-8859-1&output=pdf




D5&l77

Iz 53')

Harvard University

LIBRARY OF THE
Graduate School of Education
COLLECTION OF TEXT-BOOKS

CONTRIBUTED BY THE PUBLISHERS










ADVANCED DICTATION

AND

SECRETARIAL TRAINING

BY

CHARLES G. REIGNER, A.B., LL.B.

WITH TECHNICAL VOCABULARIES AS THEY.
WOULD APPEAR WHEN WRITTEN IN
ROWE SHORTHAND

THE H. M. ROWE COMPANY
BALTIMORE SAN FRANCISCO



Lo 2R van>
RVARD UNIVERSITY

LIBRARY OF THE G RADUATE SCHOOL
OF EDUCATION

CopryrIGHT 1920
BY
TeE H. M. Rowe CoMpANY
BALTIMORE. MD.



A
A

O

PREFACE

The plan of this book makes it possible to give a systematic and thoroughly
correlated training course in advanced dictation, stenographic practice, and sec-

- retarial procedure. The student makes an intensive study, from the secretarial

point of view, of nineteen representative lines of American business. In the last
section of the book he is given definite instruction and practice in selling his serv-

“jces. While the secretarial training work is carried out in connection with dif-

ferent lines of business in order to give breadth and variety to the course, it has
been so developed throughout that upon its completion the student will have
secured a comprehensive training in the various duties associated with a secre-
tarial position.

The text is characterized by an abundance of practical exercise work. It is
futile to expect that skill, initiative, and judgment can be acquired by asking
students to read about these desirable qualities. The situations brought about in
this text actually call forth and develop the kind of ability possessed by the

- high-grade secretarial worker.

Each section of the text contains the following material:
(1) A “style letter” written on an actual letterhead and differing in arrange-

" ment with each section. The student is directed to arrange the letters in each

section according to the form illustrated by the style letter in that section; thus
when he has worked through the text he will have become familiar with all the
various accepted styles of letter arrangement.

(2) A list of technical terms frequently used in the business being studied.
All of these terms occur in context in the letters and other material which the
student practices in the course of his work. Definite assignments are made which
require the systematic study of these terms both from an English and a shorthand
point of view. Complete understandable definitions are provided and the outlines
are grouped by businesses into a shorthand vocabulary beginning on page 371.
This study of the distinctive terminology of the more important lines of business
will prove of the utmost value in broadening the student’s vocabulary.

(3) Twelve letters, all with appropriate addresses, counted and marked off
in groups of twenty words. All of these letters originated in the executive and
administrative departments of business offices. The material has been chosen
with three things in mind. Each letter is a specimen of high-grade dictation such
as is given by capable business exccutives; it is of a technical character illustrating
the specialized language of thebusiness; and it contains information which gives
real insight into the character and methods of the business under consideration.

(4) A series of office training assignments. The distinctive feature of these
assignments is that they are always appropriate to the line of business being studied.



iv . PREFACE

In each section the student occupies the position of stenographer or private secre-
tary to some executive in the business who is personated by the teacher. The
office training assignments represent a “cross section” of the secretary’s activities
in that business.

In addition to taking and transcribing dictation, practice is provided in the
preparation of bills and negotiable paper, the filling in of blank forms such as
leases and bills of lading, the writing of specifications, bonds, mortgages, agree-
ments, and other business and legal documents, and the filing of correspondence.

The assignments in secretarial practice form an interesting and valuable
feature of the text. These assignments carry the student beyond the routine of
office work and develop originality and initiative. This work is correlated in a
most interesting manner with the correspondence given in each section.

Accompanying the text there is a Budget of Forms which contains the letter-
heads, billheads, statement forms, blank checks, notes, drafts, bills of lading,
and “rough draft” copy required in working out the assignments.

Each section contains a ‘“transcription assignment” in which the student is
directed to take and transcribe five letters. This material is provided in the
author’s text, “Classified Dictation Drills,” intended for the use of the teacher in
dictating new matter to which the student does not have access. These letters
are comparable in diction and technicality with the letters which the student
practices from this text. In “Classified Dictation Drills” the author has also
made available to the teacher who wishes to use them articles describing technical
manufacturing processes and containing specialized information about the lines
of business represented in this book.

The author gratefully acknowledges the assistance of Mr. H. M. Rowe, Jr.,
in the preparation of this work. The suggestions which he offered as to
various features of the office training work have very materially added to the
value of the book. The author also takes this opportunity to acknowledge his
indebtedness to the many men of large affairs who have courteously furnished
material for the book or reviewed the section devoted to the line of business with
which they are associated. While help has been derived from many sources too
numerous to mention specifically, the following business men have laid the author
under special obligations: Mr. W. T. Hibbs, Manager, Security Adjustment Com-
pany of Pittsburgh; Mr. E. B. Passano, President, The Williams and Wilkins
Company, Baltimore; Mr. Robert S. Sutliffe, American Telephone and Telegraph
Company, New York City; Mr. A. S. Loizeaux, Electrical Engineer, Consolidated
Gas Electric Light and Power Company, Baltimore; and Mr. T. W. Siemon,
Vice-President, Union Switch and Signal Company, Swissvale, Pa. The illus-
trations of the various filing devices have been courteously supplied by the
Yawman and Erbe Manufacturing Company, Rochester, N. Y.

CHARLES G. REIGNER.



. TO TEACHERS

To make the most advantageous use of this text the class should have had a
course in general dictation such as that contained in the author’s “Dictation
Course in Business Literature.” In this book the student’s work is specifically
related to various lines of business. The student is employed as a stenographer
in various offices, and his work in each section is done under the direction of the
teacher, who occupies some executive position in each office.

Several plans can be followed in teaching the text. In a high school short-
hand course of four or more semesters the book provides material for two periods
of work a day throughout the last semester. For this last semester’s work it
combines in one book a dictation text, a typewriting text, and an office training
text. When the book is used in this way it is intended that one week shall be
spent on each of the twenty sections in the text. The technical terms and the
letters in each section provide the material for home work practice. For each
day’s home work assignment the teacher may direct the class to practice two of
the letters a given number of times. In addition ten terms in the list of tech-
nical terms with their definitions may be assigned daily for home work study.

The first part of each daily shorthand period is devoted to repetition practice
on the assigned work, the object being the acquisition of speed and accuracy in
handling technical business correspondence. The remainder of the shorthand
period is devoted to laying out the office training work for the day, the dictation
of letters for transcript purposes, the figuring of bills, and such other office train-
ing assignments as do not involve the use of the typewriter. During the daily
typewriting period the student will systematically work out the assignments
which require the use of the typewriter.

The author has provided the letters for the ““transcription assignment” in
each section in another book ertitled ““Classified Dictation Drills.” Five letters
for each line of business are given. The teacher should preferably dictate one
letter for transcription each day.

A member of the class may be appointed assistant manager or chief clerk to
aid in checking the work prepared by the class. As will be observed, there is
in each section an assignment in “punctuation and paragraphing.” The letters
which form the material of these assignments are set up in correct form in the
corresponding section in ‘“Classified Dictation Drills.” The students’ work may
thus be compared by the assistant manager with this model.

At the beginning of his work each student should be provided with an ordinary
folder in which to keep the carbon copies of the work which he does. It is sug-
gested that the filing in each section may most advantageously be done at the
end of the week. The addresses of the transcript letters in “Classified Dictation
Drill” have been carefully selected to provide varied practice in filing; if the
teacher wishes to still further extend this work he may dictate one address for a
given letter to one group of students and another address to another group.
The body of the letter, of course, will be the same for the entire class.



vi TO TEACHERS

The only equipment absolutely necessary for carrying out this course is a
filing cabinet or file drawers equipped with guides for the various systems of
filing. The teacher’s desk will of course be provided with baskets for the cor-
respondence and other matter which is prepared by the students, together with
an outgoing mail basket for letters which have been prepared for mailing. All
the letterheads, billheads, and other blank forms, as well as the specifications
and rough draft copy called for in the assignments, are provided for each student
in the accompanying Budget of Forms. No extra forms are included. The stu-
dent should therefore be impressed with the necessity of exercising great care in
the preparation of his work so that no forms will be wasted. Provision is made
in the text at appropriate places for the teaching of various kinds of office devices
such as the mimeograph, the multigraph, and adding and listing machines. If
no duplicating devices are available, the assignments calling for such work may
be prepared on the typewriter with carbon copies. Practice in telephoning and
in the use of such office reference books as are available should be given in con-
nection with the corresponding assignments in the text.

If the teacher wishes to limit the work of the class to training in office rou-
tine, the assignments on Secretarial Practice in each section may be omitted.
The value of these assignments, however, in developing initiative on the part of
the students cannot be overestimated. They are an indispensable part of the
work of the class if a real secretarial training course is contemplated.

As will be readily seen the book finds its greatest usefulness in a course in
which the dictation work and the office training work can be correlated as de-
scribed above. In the more intensified work of the business school in which four
periods a day are frequently devoted to shorthand and typewriting in the advanced
or “speed” class, the work may be carried out exactly as described above except
that it will be possible to cover two sections of the text each week. Should the
teacher, however, prefer to follow the dictation work with a course in office train-
ing and secretarial procedure, the dictation material of the book may be em-
ployed as practice matter for the advanced class and the work called for in the
office training assignments deferred until the student is promoted to the office
training class. In such cases an entire day should be devoted to the office
training work of each section. Every effort, however, should be made to work
out a course by which the advanced dictation and the office training work may
be carried on simultaneously.



TO STUDENTS

In this book you are going to study, among other things, the language char-
acteristic of the leading lines of business. You cannot correctly transcribe
letters dictated to you unless you are more or less familiar with the words which
the dictator uses. Make it a point, therefore, to study carefully the spelling,
the shorthand outlines, and the definitions of the technical terms given in con-
nection with each line of business.

Practice the letters assigned for home work with great care. Technical mat-
ter is more difficult to read than general matter. The context will be less helpful
in reading your notes. Make a definite effort to follow the line of reasoning of
the business men who originally dictated the letters in this book.

Study carefully the footnotes. Here you will find much compact information
relating to the customs peculiar to each line of business, explanations of expres-
sions used in the letters, as well as “pointers” about the spelling and use of
words. *

In your work in this text it is assumed that you are a stenographer working
successively in various offices in which. your teacher occupies some executive
position, such as manager or vice-president. The object of the “Office Training
Assignments” is to make you thoroughly familiar with stenographic and secre-
tarial duties and to provide practice which will give you skill in performing those
.duties. Read each assignment very carefully before you proceed to do the work
for which it calls. One of the most important things you need to cultivate is
the ability to understand and carry out instructions just as they are given.

In carrying out the work of this book you are actually getting business ex-
perience under the direction of your teacher. Your work if carefully and faith-
fully done will give you a feeling of confidence when you take your first position.
You will not be a beginner in the sense that you know nothing of office routine;
but you will have a fund of knowledge and skill which you can apply immediately
and directly to the problems which confront you in the office in which you will
be employed.
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BONDED BY NATIONAL SURKTY CO. 100 OF CREDIT MEN

Fivdelity Adjustment Company
3. 1. SENNETT, PRESIDENT COLLECTIONS AND ADJUSTMENTS WALTER £ PRATT. COUNSEL

“820-830 EUCLID ARCADE BUILDING

CLEVELAND, OHio  JAIDATY " 15, - 1920,

Mr. Chester D. Sidaey,
Seoretary, Northern Gopper Co.,,
Seattls, Wash,
Dear 8ir:
In re H, Y. Lynoh

We have collected the interest, camputed at 6% and amounting
‘to $22.60, om the above acoount. We are aware that the note pro-
vided that 10§ attorney fees should be added. This fee, however,
camot be colleoted in Michigan, the courts in that state having
held that such’ fees are in the nature of penalties and for that
Teason are not oolleotible.

You underetand that the colleotion of this olaim oannot be
enforoed, inssmuch &s.all of Mr. Lynch's personal property is
oovered by a chattel mortgage in the amount of $1200; further-
more, he has a contraot interest only in his real estate.

When there is anything further to report, you will hear £rob
us again,

Yours truly,

PIDELITY ADJUSTMENT CO. )

Treasurer

DEB/L¥R



COLLECTION AGENCY SECTION
TECHNICAL TERMS

accommodation paper—any negotiable instrument, such as a draft! or promissory
note, made or endorsed without consideration for the benefit of another.

accrued interest—interest accumulated on a debt not due or on a debt past due.

acquittance—the act of discharging from a debt or other liability; the writing
evidencing such discharge.

affidavit—a sworn statement in writing; a declaration in writing made upon
oath before a magistrate or notary public.?

appraisement—setting a value upon.

assignee—a person to whom a transfer of some right or title is made. The one
who transfers the right or title is the assignor.

attachment—the act or writ whereby property is taken intocustody of the law,
pending a suit, as security for any judgment that may be rendered.

bankruptcy—inability to pay all debts as a result of failing in business; insolvency.

Bill of Particulars—a writing setting forth in detail the items of an account or
other matter in a suit at law.

chattel mortgage—a transfer of personal property by a debtor to his creditors,
on condition that it is to be void in case of future payment.

collateral security—any property which is given to secure the performance of a
contract and which is to be surrendered upon the fulfillment of the
contract. :

credit memorandum—a statement showing items and amounts credited to a
customer’s account.?

defendant—one against whom a suit at law is brought.

delinquent—due and unpaid; as a delinquent account.

deposition—a statement, written or oral, made before an authoritative officer of

the law to be used as a substitute for the production of the witness in court.

disbursements—money paid out. )

equity—the remaining interest belonging to one who has mortgaged his property
for a certain sum.

execution—the official order by which an officer is empowered to carry a judg-
ment of a court into effect.

foreclosure—the process of obtaining a judgment for the payment of an overdue
mortgage; and in default of such payment disposing of the mortgaged
property at public sale and applying the proceeds to the payment of the
mortgage.

1 Refer to pages 162 and 163 for illustrations of a draft and a note.
2 See the illustration of an affidavit on page 270.
3 An illustration of a credit memorandum will be found on page 177.

3









4 COLLECTION AGENCY SECTION

garnishment—a summons by a court to one holding another’s property not to
pay or deliver it to the defendant, but to appear in court to answer the
suit of the plaintiff. To gernishee property is to obtain such a writ
against it.

hypothecate—to put property of any kind in pledge as security for a debt or
other obligation.

insolvent—not possessing means or funds for the payment of debts.

joint creditors—creditors whose interests are united as distinguished from those
who sue individually.

judgment—the decision of a court as the result of a suit at law. A judgment
note is one on which a judgment may be secured without the process of
a suit.

levy—to enforce a judgment by seizing property under a judicial writ for the
purpose of securing funds to satisfy creditors.

limitation of action—the period of time prescribed by legal authority after which
an action cannot be brought.

liquidate—to pay off or settle.

litigate—to carry on a suit at law.

mercantile agency—a firm whose business it is to secure information as to the
credit standing of business enterprises.

* mortgage—a grant or conveyance of an estate or property to a creditor for thé
security of a deed, to become void on the payment of such deed. The
mortgagor is the one who gives the mortgage on his property; the mor:-
gagee is the one to whom the mortgage is given.

Negotiable Instruments Law—a law, now in force in most of the states, relating
to negotiable paper; that is, such paper (as drafts or notes) which may
be transferred from one person to another by endorsement or delivery.

payee—the party to whom the payment of any kind of commercial paper is
directed to be made.

penalties—sums to be forfeited for non-payment, or for non-compliance with an
agreement. :

plaintif—one who brings a suit at law.

power of attorney—a written instrument under seal by which one party appoints
another to -act for him.®

preferred creditors—creditors who are entitled to an advantage, as in the time
or amount of payment, not possessed by other creditors designated as
common creditors.

referee—a person appointed by the court to try a cause in place of the court
or to perform some function involving judicial powers.

summons—an order served on the defendant notifying him that he has been
sued. It informs him of the time and place of the trial and the name of
the plaintiff. .

surety—a person who engages to be answerable for the debt or default of another.

4 Each state has a “Statute of Limitations” fixing the time within which actions must be brought.
5 A power of attorney is shown on form 15 in the Budget of Forms,



CORRESPONDENCE 5

tender—an offer of money or any other thing in satisfaction of a debt or liability.
title-clause contract—a contract transferring title to property which contains
- one or more clauses restricting or adding to the rights, privileges, or
obligations that would ordinarily pass with such title.
transcript—a copy of the proceedings in a suit at law.®
‘writ—a formal writing under seal issued by competent legal authority.

CORRESPONDENCE

1

The Booth & Baker Co.,

310 Fulten Building,’

San Francisco, Calif.®
Gentlemen:

" We have your letter of Decem-
ber 12° enclosing papers in your ac-
count against the Wylie Portable
Engine Company. We | cannot un-
dertake the collection of this account
for the following reasons:

A Joint Creditors’ Biii was filed
against the firm | on March 21 last,
an assignee in bankruptcy!® was ap-
pointed by the court, and all common
creditors were notified | to present
their claims in joint issue. The court
ruled that the claims of the preferred
creditors were not bona | fide,* which
barred them from the action.

The common creditors who filed
claims received one hundred cents on
the dollar, |00 and an acquittance was

granted the debtor on all outstanding
claims of creditors who had failed to
join issue. The | limitation of ac-
tion thus established by the court
bars you from legal process,? as it
discharges the debtor concern from |
its former legal obligations.
Yours truly, (146)

2

Park Sales Agency,
642 Wilton Bldg.,
Columbus, Ohio.

Attention of Mr. J. K. Clark®®
Gentlemen:

We have your letter of the 14th
making inquiry in regard to the bal-
ance outstanding on the account of |
Charles Y. Young. The debtor failed
to settle the account in full; conse-
quently we have taken a transcript
from the | Justice of the Peace and
filed it with the Clerk of Courts at
Waverly, Ohio. '

8 The court testimony given on page 331 is a part of the reporter’s transcript in a case.
7 The word building is written out so that the three lines of the address will “balance.” Ordinarily

it is abbreviated in addresses as in letter 2.

8 This is the official government abbreviation.

9 When the month precedes the date, omit the st, d, or ¢k after the figure; but when the name of the
month is omitted, always add the appropriate letter or letters to the figure.

10 Consult the definitions of assignce and bankrupicy in the list of technical terms. An assignee in
bankruptcy is a person to whom is transferred the title to the estate of a bankrupt for the purpose of its pres-

ervation and proper distribution among creditors.
11 A Latin phrase meaning in good faith.

12 The whole course of proceedings in a suit at law.

13 This form of address is used so that the letter may be brought directly to the attention of Mr. Clark.

Note that the salutation is “Gentlemen.”
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Mr. Young has been notified |
that unless he makes settlement in
full on or before Monday, June 19,
we will bring a creditor’s ¥ bill to |
sell his real estate. We cannot be-
lieve that he will allow the matter to
drag on and thus incur the | expense
of a suit in the Common Pleas Court.

The debtor owns a farm in Pike
County, on which there | is a small
mortgage. The mortgagee has
threatened foreclosure, and summons
has in fact been issued; but even if
it | is foreclosed Mr. Young’s equity
will be more than sufficient to cover
the small balance due us.

Yours truly, (159)

3

Mr. W. H. Willis,
Hotel Severin,
Indianapolis, Ind.
Dear Mr. Willis:
In rer* A. R. Butler Pottery
Co. vs.1® Saunders & Co.

We enclose full particulars of
this | account and wish you to stop
off at Lafayette on your way to
Chicago and make every possible
effort to | collect. Pleac~ refer to
our former correspondence on this
subject.

U the debtors insist that there
was any breakage in | the shipment,
have them produce a statement of the

damage signed by the freight agent at
Elwood; also have them | make
affidavit as to the damage involved.
Under no other circumstances accept
less than the full amount.

If you find|t® that you ¢ -nnot
make any progress with the cliim,
turn it over to Simms & Chase our
attorneys at Huntington. | In case
you do so, inform them that th: ac-
count has been placed upon the »asis
of two-thirds of | 10% on the first
$300 and two-thirds of 59, or the
balance.

Please | interview the debtors at
your earliest convenience and let us
have a detailed report.

Very truly yours, (177)

4

Mr. K. H. Masters,
YSecretary, National Cloak Co.,
483 Flynn Building,
Dayton, Ohio.
Dear Sir:
In re National Cloak Co. vs.
J. W. Peters.

We have your letter of March 10
stating that | you have had nothing
from us in the above cause, and sug-
gesting that we take peremptory
action!® against the surety | on his
note.

We communicated with Mr.
Thomas J. Walton, who appears as

4 Why is the apostrophe placed before the s in this word and after the s in “joint creditors’ bill’” in

letter 1?
16 A Latin phrase meaning in the matier of.
16 Abbreviation for versus meaning against.

17 In addresses of this kind the entire expression, ““Secretary, National Cloak Company,” is in appo-
sition with Mr. K. H. Masters; consequently the expression should not be divided but written together on

the second line.

18 That is action which is absolute and permits of no question.
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y. His reply, dated March 9,
| just reached us. Mr. Walton
1s that he was not notified of
Peters’ failure to meet the note
its due date. According to the
itiable Instruments Law of Ten-
e he is thereby automatically
red of responsibility. Unless
% can show that you notified the
y that the note was not paid at
rity, it is our opinion that | you
ot recover from him.
[f you cannot adduce® such
, our only suggestion is that we
- suit to| secure a garnishment
st Peters’ salary. He has re-
our demands for payment, but
‘e inclined to believe that | the
nce of a writ will frighten him
settlement. If we cannot col-
n this way the caseis | hopeless.

we proceed to garnishee his
y?

Yours truly, (190)

5

Albert O. Sands,
802 Hill Avenue,
Rockford, 11

* Sir:

We have your ‘etter of the 15th.
are satisfied you will have no
ulty in eventually collecting |
the Excelsior Motors Corpora-
with interest on the account.
While the corporation’s bonded
® js considerable, it is well |
rstood in financial circles that
llent collateral security has been

furnished for all loans received from
local banks. A recent | appraise-
ment of the plant and equipment of
this corporation was entirely satis-
factory to its creditors in this city,
among which | are the banks re-
ferred to. Your information that
certain manufacturers of automobile
parts have secured an attachment
against the corporation | 1% on the -
ground that it was insolvent is erro-
neous, and we should like very much
to know the source of | your infor-
mation. '

It is true that some of the prop-
erty of the corporation has been hy-
pothecated, which has hurt its |
credit standing with the mercantile
agencies, but the present manage-
ment is rapidly overcoming the ad-
verse conditions under which the
plant | has been operated for the
past six months. It appears to us
that the creditors who lend a helping
hand | in the present emergency by
granting an extension of credit will
profit thereby in the end.

Very truly yours, (199)

6

Messrs. Douglas & Becker,
112 Webster Street,
Everett, Wash.
Gentlemen: .
In re Rodney Calcium Light
&% Film Company
The rehearing of this case was
held before the alderman yesterday |
at four o’clock. Our attorney was

19 That is, bring forward or cite in proof of what is alleged.

20 A debt evidenced by a bond issue.
2 Use the sign “&” only in a firm name.
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present. Prior to the hearing he
had a conference with counsel?? for
the defendant, | who explained to our
attorney?® the defendant’s defense
and exhibited the papers in his pos-
session. Our attorney expresses him-
self as | being doubtful of his ability
to secure judgment finally. He be-
_ lieves he will succeed in the action

before the alderman; | but there
seems to be no doubt that if judg-
ment is secured before the alderman,
the case will be appealed | 1% to the
County Court.

In the course of the conference
with the defendant’s counsel our
attorney secured the following propo-
sitions, | which. he believes are the
most advantageous settlements pos-
sible:

First—Defendant will pay $100
and the alderman’s costs | for the
delivery of the sign f. o. b.2¢ Belling-
ham, Wash.

Second—Defendant will pay $30
and the costs | in full settlement of
the claim and allow you to retain the
sign and sell it on the best terms |
you can make.

We suggest that you decide on
one of these propositions. In case
you are determined to push | 200 the
suit, let us know at once. The next
hearing has been set for May 24.

Yours respectfully, (219)

7
Jordan Supply Co.,

831 N. Eaton St.,

Rome, N. Y.
Gentlemen:
In re Davis Mfig. Co.

We enclose a copy of a letter
from the debtor company to our at-
torney, | the attorney’s reply, and a
copy of his letter to us reporting on
the case. He is a capable lawyer |
and since he has so frankly stated his
doubt as to the successful outcome of
the case if it is | brought to trial, we
deem it advisable to refer the matter
to you again for a .decision as to
what | action we should take under
the circumstances.

In the judgment of counsel the
case is quite complicated and many
points | 10 have come up in the nego-
tiations so far conducted which, if
suit is entered, would be left to the
jury | to aecide as matters of fact.

The debtors appear to invite suit,
but a review of your letter of No-
vember |14 shows that you do not
wish to litigate because of the expense
involved and the resulting delay.
We agree | with you in part, but as
we cannot obtain any offer of settle-
ment by way of compromise, we shall
be | compelled either to proceed with
the suit if you are reasonably sure of
your facts, or drop the case. If | 20

2 That is, the lawyer. Counsel means advice or one who gives advice, as a lawyer. It is to be dis-
tinguished from council, which means a legislative assembly.

2 How is the plural of attorney spelled?

T 0.b. means free on board The Rodney Calcium Light & Film Company of Bellingham, which
is the defendant in this case, stipulates that our clients, Douglas & Becker, shall pay for the transportation

charges on the sign from Everett to Bellingham.
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you are prepared to give our attorney
unlimited authority and will assist
him by personal witnesses and testi-
mony, we have | no objection to
bringing the case to trial.

We do not wish to assume the re-
sponsibility of recommending suit;
we | are simply referring the entire
matter to you again for a careful in-
vestigation of the facts and with the
request | that you give us further
instructions.

Yours respectfully, (268)

. 8
The J. G. Knight Co.,

635 Broad Street,

West Chester, Pa.
Gentlemen:
In re Henry W. White

In order to secure payment on
the two notes issued to you by Mr. |
White, our attorney entered suit, ob-
tained judgment, issued execution,
and levied on some furniture, which
was subsequently sold by the |
sheriff. We succeeded in collecting
$203.30, two-thirds of the original
debt less the credit | memorandum
of $9.25, which as payee’s agent we
endorsed on one of the notes.

For services | rendered we are
charging 109,, which, taking into
consideration the legal services, is
very low. Twenty per cent. | 1 of
$203.30 is $40.66. Deducting this
from the amount collected | leaves a
balance of $162.64. We are also
accounting for the costs which | you

% Note the spelling, uncollectible.

advanced, $5.00, making the amount
duc you $167.64. Enclosed you
will | find our check for the amount.

Tt develops that the third note,
made by Wm. J. Burton in favor of |
the debtor and endorsed by him over
to you, was an accommodation note.
The attorney refused to handle it
because | 200 it is almost impossible
to collect on accommodation paper of
this kind. He claims that White is
now totally uncollectible,?s | and that
he is fortunate jn getting the above
settlement.

We have transferred this note to
another attorney who has | been
reporting to us, but up to this time
no definite information in regard to a
settlement has been received. | As
soon as we receive a report on it, we
shall write you again.

Yours very truly, (277)

9

C. F. Johnson, Esq.,?

1426 Exchange Bldg.,

Chicago, Il
Dear Sir:
In re J. H. Anderson

I have talked with Mr. Anderson
and cannot secure payment. In the
first | place he disputes the bill, stat-
ing that he has received statements
heretofore showing the balance due
to be $275 | instead of $375. He
does not seem to have satisfactory
cvidence to substantiate | this con-
tention. However, after investigat-
ing his financial condition I feel sure

% The title Esq. is often added to the names of lawyers. Never use Mr. and &sq. with one name.
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we could not collect $375 | even if
we had a judgment.

He has some real estate, but as it
is quite heavily mortgaged, he has | 100
very little if any equity. He recently
lost his printing establishment, which
was taken from him under a title-
clause | contract, and he is working
on a salary and percentage basis for
the Commercial Printing Company of
this city. His | present income is
only sufficient to meet the living ex-
penses of his family and allow him to
save a nominal | sum each month to
apply on his obligations.

He states that he wants to pay
every dollar he owes but | that it is
impossible for him to do so. He
talked of filing a petition in bank-
ruptcy if he is | 290 pushed to the
wall by his creditors, a list of whom I
enclose. This list shows the amounts
he owes. He | offers to settle with
us on the basis of paying $275 in full
settlement, payable at | the rate of
$25 a month until the claim is sat-
isfied.

I am satisfied that it is the |
part of wisdom to accept this propo-
sition. I believe that Mr. Anderson
is a man of integrity and I have |
no reason to doubt the sincerity of
his expressed desire to do the right
thing, but he is now in | 2 a position
where he cannot do more than he has
offered.

If you will accept his proposition,
kindly notify me | to that effect and
I will make definite arrangements
with him.

Yours very truly, (334)

10

Mr. J. H. Woodward,
President, Central Mfg. Co.,
Detroit, Mich.
Dear Sir:
In re Central Manufacturing
Co. vs. The Eastern Steamship Sup-
ply Co.

We have conferred with Mr.
Wilson, president | of the Eastern
Company, who stated that he had
expected to have some definite word
for us today but that | he had been
unable to arrange a conference with
the parties interested with him to
discuss the situation and reach | a
conclusion. He feels sure he will
be able to arrange a meeting in two
or three days and asked | us to
wait until we hear from him.

Mr. Wilson was quite frank in ex-
plaining his company’s position. He
insists | 10 that the caps which have
been shipped to them do not conform
to the specifications and drawings.
He states that | the caps were im-
perfectly cast and that your company
was negligent in not having them
properly designed and finished. He
| claims that they devoted consider-
able time in their plant to refinishing
these they have attempted to use so
far. We | note in the correspond-
ence which has passed between the
Cleveland and Detroit offices of
your company several statements that
seem | to substantiate his claim that
the caps were not made up as
ordered.

We have formed the opinion
from our | 2 conversation with Mr.
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Wilson that his company will be able
to present a very formidable defense
if the issue is | permitted to go to
court. It will be a difficult case to
handle, and it is probable that all of |
the material in your possession will
have to be shipped to New York,
and the caps and mountings they
have | already installed will have
to be dismounted and returned to
you because the entire product will
be required in evidence. | In the last
analysis it would seem to us to be a
question of fact for the jury to deter-
mine | %0 as to whether the material
manufactured by your company con-
formed to the specifications, and this
could only be done by | inspection.
You will also appreciate that we
would be seriously handicapped un-
less we had Mr. Frost present to tes-
tify, as | a deposition by him prob-
ably would not carry as much weight
as the oral testimony of Mr. Wilson.
He claims | that it has cost them a
great deal of money to have the
mountings they received altered so
they could | be adapted to their
requirements. He also stated that
the threads on the screws, even after
they were altered, were | 4 not in
accordance with the sample and that

he can demonstrate to the court that -

they not only fail to | conform to the
specifications, but that they cannot
even be used successfully in their
present condition. He further argues
that | the screws are now too small
to be re-threaded. Mr. Baker, of the
New York office, says that our copy |
of the specifications has been lost at

the Cleveland plant and this would
probably handicap us.

After examining the various |
parts we must confess that we can-
not ourselves determine whether the
material conforms to the specifica-
tions or not, and in | 59 our opinion
the court and jury would be so mysti-
fied before the case was completed
that the outcome would be | very
uncertain. It is the history of litiga-
tion that courts and juries reach
strange conclusions in cases involving
technical engineering | problems. It
is therefore impossible for us to fore-
cast the result of the action, as the
entire case resolves itself | into ques-
tions of fact and engineering tech-
nicalities. We belicve that Mr. Wil-
son would impress the court as being
honest, even | if he is mistaken.

Our opinion is that it would be
much better to try to secure a settle-
ment based | % upon some substan-
tial concession to the Eastern people
than to go to the expense and trouble
of a suit. Before | you reach a final
decision, however, we suggest that
you wait until we report the result
of Mr. Wilson’s conference | men-
tioned above.

Very truly yours, (645)

11

F. W. Wood & Company, Plaintiff
vs.
C. W. Barker, Defendant
To the above-named Defendant:
TAKE NOTICE that the above
plaintiff claims an indebtedness from
you of Eighty-four Dollars | and
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Fifty Cents ($84.50). This amount
has been duly demanded, no part
thereof has been paid, and it is now
due | and owing to the said?’ plaintiff.

NOW, therefore, you are notified
that unless you remit in full or ap-
pear at | plaintiff’s place of business,
410 W, Upland Street, South Bend,
Indiana, on or before June 12, 1920, |
and make payment of said claim or a

satisfactory provision for the adjust- .

mient thereof, you will force us to
instruct | 1 our local attorney to
bring legal proceedings against you
without further notice to recover the
amount of the claim with | ac-
crued interest, together with the
costs and disbursements of the action.

You have had due notice and
will be responsible | for the conse-
quences of your failure to comply
with this demand.

Yours truly, (153)

12

has been assigned to us for adjust-

ment you have been informed by
your creditor as to our method of
disposing of delinquent accounts
we shall now give you an opportunity
to settle this claim before we pro-
ceed to advertise it for sale to the
highest bidder in your immediate
neighborhood or wherever we are
most likely to find a buyer this
account is recognized by law as an
asset upon which the creditor is com-
pelled to pay an annual tax and un-
less you make an effort to liquidate
your indebtedness you will force us to
offer it for sale if you cannot
settle the account in full you surely
ought to be able to pay part of it on
account monthly payments will be
acceptable if you can show that
the claim is unjust or incorrect in
any particular you are hereby noti-
fied to do so at once if we do not
hear from you within ten days we
shall proceed to advertise the account
for sale and continue to do so until
it has been sold at some price
yours respectfully

OFFICE TRAINING ASSIGNMENTS

In this section you are employed by the Fidelity Adjustment Company,
Cleveland, Ohio. Your teacher is the manager and you are his stenographer.
All your work will be done under his direction.

TecHNICAL TERMS

Each trade, profession, and line of business has a terminology peculiar to
itself. By studying carefully the shorthand outlines, spelling, and definitions of
the technical terms given in connection with each section, you will add largely

27 This letter is a formal demand notice to a debtor and is consequently couched in precise legal

language.

8 The blanks are to be filled in from information given in assignments 8 and 9, page 16.
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to your vocabulary and will also be able to transcribe the letters dictated to
you more intelligently and accurately. Refer to the list for the meaning of
every term you encounter in your work.

Assignment. Make a typewritten copy of the technical terms (without
definitions) on pages 3,4, and 5. These expressions are frequently used in this
business. Arrange the words double space in two columns. The shorthand
outlines for these terms are given on page 371. In your shorthand note-book
write the outlines for each expression at least five times. Hand in the type-
written list and your notes for inspection. .

ARRANGEMENT

Since it is the finished product—the typewritten transcript—which comes
under the eye of your employer, it is very important that you acquire skill in
the artistic arrangement of the letter on the page. Use care and judgment
in displaying the letter attractively. The margins on both sides and at the
top and bottom of the page shoulgl be approximately equal. - Cultivate an even
uniform touch. A common fault is to strike the period and comma so heavily
that the paper is pierced. All punctuation marks should be struck more lightly
than the other keys. Make sure that the type on your machine is absolutely
clean at all times. The letters a, ¢, 0, g, m, n, s, 4, and w easily become clogged
with dirt and require special attention.

A number of methods of arranging a letter on the page are now sanctioned by
business usage. The form illustrated by the style letter on page 2 is probably
the most widely used. Study the details of the arrangement of this letter care-
fully, as you will write all letters in this section in the same form. It was dic-
tated by Mr. Barton, the treasurer. His initials, “ DEB,” and those of his steno-
grapher, “LFR,” appear to the left of the signature. The initials of the dictator
are always written first.

Assignment 1. In the Budget of Forms you will find three letterheads of
the Fidelity Adjustment Company, marked “form 1.” On the first sheet make
a.copy of the style letter, but use the current date and substitute the initials
of the manager (your teacher) for those of Mr. Barton and your own initials for
those of his stenographer. Write “Manager” instead of “Treasurer” below the
firm name. )

Assignment 2. Copy letters 2 and 3 on the letterheads provided in
the budget. Always use the current date. In letter 3 you will find a reference
to an enclosure. At the lower left-hand side of the page write the abbrevia-
tion “Enc.” Write the initials below “Enc.” Turn to the style letter on page
20 and observe this arrangement. Hand in the three letters for signature.
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CArBON COPIES

Every modern business office keeps on file copies of its correspondence for
reference. Carbon copies are almost universally employed for this purpose.
In some offices stenographers are instructed to make the carbon copy on the back
of the incoming letter.” Ordinarily, however, another sheet is used for the car-
bon copy, which is attached to the letter received. The advantages of the
former practice are that it saves paper, and the correspondence takes up less
space in the files. .

In arranging sheets for carbon work, first lay the original sheet face down,
place the carbon sheet next to it with the glazed side up, and the page which is to
reccive the carbon impression on top. Before inserting the sheets in the machine,
be sure that the edges are even.

Assignment 3. Copy letters 4 and 7 with carbons. Use plain paper for
this and the succeeding assignments in this section.

ForMm LETTEgs

Letter 11 is a final “demand notice” sent out by our firm to debtors from
whom we have been unable to collect. In sending out similar notices this form
is used with the insertion of the proper names and amount.

Assignment 4. Make a copy of the notice without carbon. It is not
necessary to retain a copy for our files since a memorandum that the form notice
has been sent is a sufficient record.

Assignment 5. Write a similar notice (without carbon) to Frederick
C. Ginn, 2125 Superior Ave., Cleveland, Ohio, against whom an account for
$96.50 has been placed in our hands by the F. W. Walker Company, whose
address is 326 Duquesne Street, Braddock, Pa. Specify the date ten days from
today as the last day on which payment can be made before suit is entered.
Should this date be a business holiday, insert the date of the next business
day. Becfore writing this letter be sure that you know who the plaintiff and the
defendant are.

Assignment 6. We have also made numerous efforts to collect froin the
H. K. Marlin Company, Piqua, Ohio, the sum of $146.50, which is owing to
another of our clients, Mr. Henry L. Sanford, 321 Land Title Building, Cleve-
land, Ohio. Write a notice in this case, specifying the date fifteen days from
today as the last on which the debtor may make payment before we enter suit.

Hand in the five letters and two carbon copies to the manager. If they are
correct, he will sign the originals with his full name and the carbons with his
initials. Keep the copics, which will be handed back te you, in your indi-
vidual folder. The dictator initials the carbon copies in order to authenticate
them and to indicate that they are ready for filing.
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TP UNDELIVERED IN FIVE DAYS RETURN TO

HOWELL MOTOR CO.
MT. ROYAL AVE. & CATHEDRAL ST.
BALTIMORE, MD,

Mr. Chester D. Sidney,

Secretary, Chalmers Motor Car Coe,

Detroit, Mich.

of Americn
Yome @ffice, Netwnrk, New Jersey

The Hon. Charles A. Franklin,
Chairman, State Industrial Acoident Commission,
426 Union Trust Building,
Olympia, Wash.

ILLUSTRATION 1—ADDRESSED ENVELOPES

15
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ENVELOPE ADDRESSING

The utmost care should be exercised in addressing envelopes. Thousands
of letters go astray annually in the mails because of carelessness in writing the
addresses. Study the arrangement of the envelope addresses on page 15.

Assignment 7. Address envelopes for the style letter and for letters
1 to 10. If envelopes are not available, use paper cut to envelope size. The
ordinary commercial envelope is 64 inches long by 3% inches wide. Hand
in the addressed envelopes.

PUNCTUATION AND PARAGRAPHING

In your work as stenographer you will be continually called upon to apply
your knowledge of English construction and punctuation. Such matters as
proper paragraphing, punctuation, and capitalization will be left largely to you.

Letter 12 is set solid, without paragraphing, punctuation marks, or capitals.
Read it through and decide upon the punctuation and paragraphing. After the
insertion of the proper amount and the name of the creditor company, this letter
is sent out to the debtor whenever a new account has been placed in our hands.
It is another form letter.

Assignment 8. The Morrison Importing Company has placed with us
an account for $136.75 against Mr. H. Y. Carroll, 538 Concord Building, Xenia,
Ohio. Write him a copy of letter 12 with carbon.

Assignment 9. The American Stecl & Wirc Company has also placed
in our hands an account for $572.50 agairct tlic Fleming Terra Cotta Company
of Steubenville, Okio. Write a similar Jctter with carbon to this company.

Assignment 10. Address envelopes for both letters. Slip each letter
under the flap of its accompanying envelope and hand in for inspection. After
the letters have bcen signed, fold and insert them in the envelopes, and place
in the outgoing mail basket. Keep the carbons in your folder.

In preparing a letter for insertion in the envelope, first fold over the lower
half within one-half inch of the top edge of the sheet; now fold the left side over
about one-third of the width; fold the right side over a little less than one-third;
insert the letter in the envelope with the flap facing you.

TRANSCRIBING

Taking dictation and transcribing it are vitally important parts of your
work. With your notes before you, first determine the amount of typewriting
space that will be required for the letter. Apply the principles of effective dis-
play. When you are ready to transcribe, read the entire address of the letter from
your notes before transcribing it. Now read through the first sentence, mentally
determining upon the punctuation as you go along; then transcribe this sentence.
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Proceed in your transcribing, sentence by sentence, in this way. After a little
practice you will be able to transcribe by reading your notes a few words ahead.
Until you acquire that ability, however, read through each sentence before”
attempting to transcribe it.

Assignment 11. The manager will dictate to you five letters from the
correspondence of the Fidelity Adjustment Company. Transcribe these letters,
with carbons, using the currept date. Remember to add the initials. In case
there is a reference to an enclosure, add the abbreviation “Enc.” as instructed in
Assignment 2. Address envelopes for the letters.

Hand in your transcripts. When the letters have been signed by the
manager, insert the originals in the envelopes and place in the outgoing mail
basket. Retain the carbon copies in your individual folder.

FLine

An important part of a stenographer’s equipment is a practical knowledge
of the various methods of filing. Every business house files its correspondence
and other important papers according to some defipite plan. Just what plan
should be used in any given office depends largely on the nature of the business
and the character of the correspondence.

TLLUSTRATION 2—Box FILE AND INDEX

In handling business situations it is continually necessary to refer to pre-
vious correspondence bearing on the matter in hand. Economy of time and
effort results when all correspondence to and from an individual or firm is kept
in one place. The object of filing, then, is to make correspondence and papers
readily accessible when needed. A letter which is put in the wrong place in the
files cannot be located and for all practical purposes is lost.

From the mechanical point of view the simplest method of keeping corre-
spondence and papers so that they may be easily located is by filing them in a
“box file” like that shown in illustration 2.

Within the box is a set of manila sheets stapled or otherwise fastened at
the back. At the side of each sheet there is a projection called a tab on which
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a letter of the alphabet is printed. Comparatively few names begin with I
and J; consequently both letters are frequently printed on one tab. The same
holds true for U-V and X-Y-Z.

In filing the letters of an individual in the box file, simply note the first
letter of the last name and place the letter under the manila sheet with the
corresponding tab. Thus the carbon of the letter to Allan E. Young, Esq.,
should be filed under the sheet with the X-Y-Z tab. In the case of a firm name
such as The A. W. McCloy Company, the word “the” is disregarded and the
letter is filed under the sheet with the M tab. Letters addressed to an official
of a company should always be filed according to the firm mame and not the
name of the individual; thus the letter to Mr. K. H. Masters, Secretary of the
National Cloak Company, is filed under the sheet with the N tab.

Assignment 12. File the carbon copies of the letters in your folder in a
box file.

SECRETARIAL PRACTICE

To be an efficient private gecretary one must not only be a well-qualified stenog-
rapher, but must possess those mental and moral characteristics required by the-
confidential duties associated with the position. The technique of shorthand and
typewriting and the routine of business offices may be mastered by the average
individual without great difficulty, yet faults of temperament or personality may
render one unfit to hold a secretarial position.

The private secretary, in the first place, must realize that the information he
acquires in the course of his association with his employer is confidential—that
under no circumstances may he discuss the business affairs of his chief with out-
siders. The secretary must have a good memory, particularly for details, so that
he may be able to supply his employer promptly with information which he needs
in arriving at executive decisions. Indeed, the secretary’s most important func-
tion is to conserve the time and energy of his employer. Ordinarily he must act
as a “buffer” between his chief and the outside world.  His skill in dealing with
callers is the supreme test of his tact and resourcefulness.

The employer will often have occasion to give instructions. At such times
the secretary needs to concentrate his attention wholly on the matter in hand in
order that he may get a definite understanding of just what is to be done. The
secretary should take notes of such instructions, putting down all the details and
noting exactly what his employer expects him to do.

Assignment 13. The manager calls you into his office and gives you the
following instructions: “I had a conference with Wilson of the Eastern Steamship
this morning, (see letter 10) and I will be going up to Detroit tomorrow night to
see the Central Manufacturing people. I wish you would get me their file. Write
to Mr. Woodward and tell him I'll be up.  You might write Mr. Frost, too. Frost
is the general manager, you know. And by the way, get me a berth on the 9: 40.”
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Make notes of these instructions. Have you put down all the important
items? Write the two letters, adding “Secretary to Mr. ————— " (your
teacher) under the complimentary close. Sign and mail the letters.

Assignment 14. The manager: “I wish you would look up for me the
legal rates of interest in these states: Alabama, Nevada, Oregon, Texas, and
Idaho. Make a little memorandum and put it on my desk.” (This informaticrn
can be obtained {rom a commercial law text.)

Assignment 15. The manager: .“Here’s a court notice that the Rodney
Calcium hearing (see letter 6) has been brought forward to the 21st. Wire Doug-
las & Becker telling them about this and asking them to let us know if they are
willing to settle on the basis of one of the propositions given in our last letter, or if
they want us to go ahead with the suit.” (Read the information about telegrams
given on page 237.)

Assignment 16. The manager: ‘“Here is a letter with some papers from
The H. M. Rowe Co., Baltimore. They ask us to take a claim. Write the facts
to our Baltimore representative, R. F. Melton, Esq., 214 E. Lexington St., asking
him to look into the matter and report to us within a week or ten days. Write
the Rowe Company also, telling them we will take the claim and notifying them
of the action we have taken. TI’ll sign the letters.”

After studying the papers you find the following to be the facts as stated by the
Rowe Company: In June 19—, J. D. Lee, a freight solicitor for the Western
Maryland Railroad, called upon our client and explained that his company was
running special through freight cars to the West. In July, the Rowe Company
had a large shipment for the Salt Lake City Board of Education. This shipment
had to reach Chicago*within eight days to be included in a carload of books which
the Macmillan Company was making up for the Board. Our clients arranged
with Mr. Lee to ship by Western Maryland to Chicago, and the order was for-
warded on July 19. The shipment was lost in transit between Baltimore and
Chicago and could not be located, although Mr. Lee telegraphed to every transfer
point between the two cities. The Macmillan Company waited until July 29
and then forwarded its carload to Salt Lake City. The Rowe Company waited
until August 18 for information about the lost shipment. On that date they
telephoned Mr. Lee that as the books had to be in Salt Lake City on September 2,
the day schools would open, they would have to duplicate the shipment by express
and would expect the railroad to reimburse them for the express charges. Mr.
Lee asked for two more days to locate the shipment, but failed to do so. He
then authorized the Rowe Company to duplicate the shipment by express and file
a claim with his company for the express charges, which amounted to $181.57,the
Rowe Company reserving the right to make claim for the lost books if they were
not found. This was done but the claim has never been paid, although the railroad
company upon inquiry stated that it was in process of settlement. Last week
when our clients telephoned them again, they said the claim papers had been lost.
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J.K.RisHeL FURNITURE CoMPANY

MANUFACTURERS OF

DiniNG AND BED Room Sults
DiNING TABLES

WILLIAMSPORT,PA. February 24, 1920.
FACTORIES
WILLIAMSPORT, PA.
HUGHESVILLE,PA. .

Messrs. Bailey & Walton, *
176 Main Street,
Pottastown, Pa.

Gentlemen:

In reference to your order for a #2764 suit specified in 1572
Blue Velour, we regret to say that we are temporarily out of this
covering and do not know just when we shall receive another shipment
of it, because of the scarcity of dye stuffs.

Under the ocircumstances, we enclose samples of #1583 Blue and
#1688 Blue, either of which we can furnish if they. will answer your
requirements. The 1683 1ists in the same grade as the 1572 which
you specified; the 1588 lists in the P grade.

It may interest you to kmow that we have materially changed our
upholstering processes. Each piece is now upholsteréd entirely by a
single workman to eliminate piecework and its resulting divided re-
sponsibility. On all pieces the springs are sewn over a stout
webbing and are then tied into a complete seat in whioh each spring
shares every strain. The springs are of the highest grade tempered
steel. Burlap covers this foundation. Fine, clean, springy moss is
piled as high as the arms and quilted with burlap into a very com-
yact layer; then a second covering of moss with a layer of felted
hair and a layer of inch thick cotton is applied to make the doudble
stuffed or second seat, resulting in a construction which is
impervious to spring marks. A rough ¢overing of durable denim is
then applied, and the piece is ready for the final covering of fine
upholstery. From this time on, all settee pillows and back ocushions
will be reversible.

The sult ordered will be upholstered in the above manner. Kind~
ly wire us on receipt of this letter which one of our substitute
selections for thé covering will be satisfactory.

Yours truly,

Enc. 2 J. K. SHEL QEITUBE CO.
JES-URJ As t Sales Manager
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TECHNICAL TERMS .

antique—belonging to former times, as contrasted with modern; applied to
furniture modeled after the styles of former times.

bevel-edged—applied to mirrors, etc., the edges of which are slightly sloped
around the four sides.

bird’s-eye maple—the wood of the sugar maple when full of little knotty spots
somewhat resembling birds’ eyes.

brad—a slender flat nail, having instead of a head aslight projection on one side.

buffet (boo-fa’)—a sideboard designed to hold china, plate, etc.

bureau—a chest of drawers commonly made with an adjustable mirror.

burl—a term applied to wood which has small knots in it, used for ornamental
veneering.

burlap—a coarse heavy material made of hemp or manila and used for wrappings
and in upholstery.

caster—a small wheel or swivel attached to the leg of a piece of furniture in
order to facilitate moving about without lifting.

cheval glass (she-val’)—a looking-glass mounted so as to swing in a frame, large
enough to reflect the whole figure.

chiffonier—a case of drawers resembling a bureau, but higher in proportion to
its width and sometimes not provided with a mirror.

chifforette—a small chiffonier.

chifforobe—trade name for a piece of furniture which is a combination of a
chiffonier and a wardrobe.

Circassian walnut—trade name for the wood of the English walnut when manu-
factured into furniture.

console table—a table which, instead of straight or nearly straight legs, has legs
very much curved.

corrugated matting—a floor covering made of some coarse material such as
hemp, bamboo, etc., and bent or drawn into parallel furrows or ridges.

crash—a strong coarse linen fabric.

cretonne—a cotton cloth printed on one side with patterns and used for covering
furniture, etc.

dado border—an ornamental rug border.

damask—a material used for furniture covering, made of sﬂk and wool or silk
and cotton, and finished in elaborate designs.

davenport—a large sofa or settee, often convertible into a bed.

denim—a colored twilled cotton material.

dowel—a wooden or metallic pin used for fastening together two pieces of wood.

escritoire—a writing desk.

21
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fumed oak—oak which has been subjected to a process of fuming or smoking -
in order to obtain an antique appearance.

glider—an attach ~ent to the legs of pieces of furniture to facilitate moving
about.

golden oak—trade name for wood secured from the canon live-oak, an evergreen
oak found on the Pacific coast.

helical—applied to springs which have a spiral construction.

hygienic—sanitary.

kiln-dried (kil)—deprived of moisture by treatment in a furnacc.

linoleum—a kind of floor covering made of linseed oil on a base of coarse canvas
and hardened to a dense, rubber-like consistency.

linters—short fibres of cotton taken from the cotton seed in the second ginning.

madras—a thin cotton cloth, generally figured.

mission—trade name for a kind of dark, stained furniture, usually made of ash-
wood, characterized by great plainness and solidity, and the prevalence
of straight lines.

mohair—a kind of black cloth sometimes used for furniture covering,

mortise and tenon joint—a joint which is formed by making a hollow cut (the
mortise) in a piece of wood to receive a corresponding projection (the
tenon) formed on another piece in order to fit the two together.

motif—the central idea, such as a color scheme, which is emphasized in the
furniture of a room.

oxidize—applied to metal surfaces treated with acids so as to produce a dark
or shadowy effect.

ply—a fold or thickness; used in composition (as 2-ply, 3-ply, etc.) to designate
the number of thicknesses or twists with which anything is made.

poplin—a fabric having a silk warp; occasionally used in furniture making,

porcelain—a kind of glazed ware.

portieres—heavy curtains.

replica—something made in exact likeness of an object.

scrim—thin strong cloth, cotton or linen, used in upholstery for linings, or for
window hangings.

seasoned—dried or hardened so as to be brought into a state for manufacture
(applied to timber).

settee—a sofa.

sheathing—anything which covers or protects an object.

spinet desk—a small light desk.

suitek—a set of various pieces of furniture intended to be used together
and harmonizing in color, finish, etc.

tapestry—heavy woven or figured cloth.

tempered—applied to the state of a metal, particularly as to its hardness

ticking—a strong material made of linen or cotton.

tuna mahogany—trade name for a particular kind of mahogany finish.

! Also spelled swit, plural suits. Usually pronounce:d s#¢ by the trade. Swét is also correct.
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_ upholster—to provide with textile coverings together with cushions, stuffings

springs, etc., as a chair or sofa.

velour—a textile fabric having a thick soft velvet-like nap.

veneer—to overlay an inferior wood with a wood of a finer or more beautiful
kind, so as to give the whole the appearance of being made of the more
valuable material.

vulcanized —a term applied to rubber which has undergone a hardening process.

warp—the threads which extend lengthwise in the weaving process, as distin-
guished from the woof, the threads of which cross the warp.

weathered—exposed to the air so as to be thoroughly seasoned (applied to
timber to be manufactured into furniture). Weathered oak is oak so
treated. g

webbing—a heavy woven material.

PeErIOD FURNITURE STYLES ORrIENTAL RuGs

American Colonial Louis XIV Kermanshah
Chippendale Louis XV Kirman
French Renaissance Louis XVI Mabhal
Gothic Old English Senna
Heppelwhite Queen Anne Serabend
-Jacobean Sheraton
Louis XTII Tudor
* William and Mary
CORRESPONDENCE
1 ‘ This article gives a synopsis® of
Mr. J. K. Rishel, the types of furniture used in the

Pres., J. K. Rishel Furniture Co.,
Williamsport, Pa.
Dear Mr. Rjshel:

various periods of English and French
| history, with brief descriptions and
notes by which the different period

1 inadvertently? happened upon
an article the other day that I think
supplies the material for a | very
attractive booklet, which will be of
interest not only to the furniture
purchaser but of considerable value
to our | salesmen.

2 That is, by chance.
3 A general description or summary.
® 4 That s, in order of time.

designs may be identified. Inchrono-
logicalt arrangement it considers |
the Tudor, French Renaissance,
Louis XIII, Louis XIV, Louis XV,
Louis XVI, Old English and Gothic,
Jacobean, Queen Anne, William | 100
and Mary, American Colonial, Chip-
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pendale, Sheraton, and Heppelwhite
designs, with brief notes of historical
interest. It also gives a short |
sketch of the lives and works of
Chippendale and Heppelwhite.

My purpose in writing is to ascer-
tain whether you would | favor the
publication of such a booklet. I like
the idea and if you are favorably
impressed with it, I | will prepare
the manuscript and submit it to you.
If it is properly illustrated, I think it
will -render a | very distinct and
valuable service to our field people.

Sincerely yours, (191)

2

The Royal Furniture Company,

568-574 Cedar Avenue,

Sheboygan, Wisconsin.
Gentlemen:

‘We have been informed by Mr. H
T. McBride, treasurer of the firm of
James Friend & Son of | this city,
that there is a carload of your
furniture here in Pittsburgh on con-
signment to them which they | can-
not use, and which you accordingly
desire to dispose of quickly to some
other purchaser.

We understand that the furni-
ture | consists mostly of odd pieces.
Not having an itemized list or illus-
trations, we request that you send us
catalog cuts | or blue-prints, to-
gether with your price list and a copy
of your invoice prices to Friend &

Son. We |10 shall not consider any
quotations which are not at least
331% off your net | invoice prices.
As you undoubtedly know, we can
buy all of the exhibit samples we care
to stock at this | discount.

The Royal Furniture Company
is unknown to the buying public of
Pittsburgh as a factor in the mer-
chandising of | furniture; therefore
the name of your company is .worth
nothing to us as an advertising
feature. When you mail your |
proposition, please send us also an
order on Friend & Son for the goods
covered by the memorandum invoice
or | 200 estimate you send us.

Yours very truly, (207)

3

Mr. W. J. Showers,
Pres., Armstrong Furniture Co.,
Bloomington, Ind.
Dear Sir:

We shipped today by C & N°*
fast freight one carload consisting of
your initial order of Simmons |
metal beds and Slumber springs.
We enclose duplicate bill of lading.?

Briefly, the salient® features of
our product upon which | stress
should be laid by your salesmen in
presenting these beds and springs to
the public are:

The Simmons metal | bed is
noiseless because it locks firmly at
the corners. The patent corner locks

5 Sheraton, Chippendale, and Heppelwhite were famous English cabinet makers and furniture

designers.

€ Scc page 88. The periods are often omitted from the abbreviations of railroads.
7 An illustration of a bill of lading will be found on page 217. Duplicate bills of lading are lentto
consignees to enable them to have shipments traced from their end of the line in case of delay.

& Prominent; outstanding.
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are made of pressed steel and | have
much longer and broader bearing sur-
faces than the joints on the average
bed. They fit firmly and snugly,
giving | 10 the bed the rigidity of a
solid piece. They are absolutely
free of creaks and rattles.

The Slumber spring presents | a
new idea. It is made of an ingenious
combination of elastic steel strips
with spirals of high-test spring |
wire assembled so that the spring
action is equal in all directions.
The spring is finished in oxidized

Abbott Furniture Co.,
346-352 W. Plymouth St.,
New Castle, Pa.
Gentlemen: .

silver and | is therefore rust-proof.
It has no loose ends or rough corners
and cannot wear or tear the ticking.
It | yields to the weight of the body
but supports it evenly. It does not
sagor hump and makesa |2 firm
foundation for the mattress.

Mr. Johnson will be in Bloom-
ington on March 25 to assist your
salesmen in | introducing the Sim-
mons line. You may depend at all
times upon our hearty co-operation ?
in the miarketing of our product. 1|

Yours truly, (242)

We have a few short lengths of Extra Heavy Corrugated Matting similar
to the sample enclosed. We have grouped | them into three rolls as follows:

Roll %1—24 and 38 yds.. Total 62 yds. |
”  %2—27,19, and 13 yds. ” 59 7
?  %3—28and 32 | yds. ?o60 7

We offer these rolls to you, subject to prior sale, at 90¢ per sq. | yd., f.o.b.
your city.? This matting is not only extra heavy (measuring about 5 /32’ | 100
thick), but is our best grade—Government Standard.

We have heard nothing from you in response to our recent | offer to send
you a sample dozen of our %1 Pure Rubber Mats. The experience of the trade
has | been that purchasers of rubber mats are willing to pay a fair price for a
good article. Our %1 | mats are made of pure rubber, extra heavy, are
18" x 30”, and weigh 8 Ibs. each. We | guarantee that they will not grow
hard or crack with age.

9 This word is written both with the hyphen and without. Both forms are shown in this book.

10 While the primary purpose of this letter is to notify the customer that his order has been shipped,
the writer takes the occasion to point ouc those features of his product which should be emphasized by the
customer’s salesmen in their “selling talks.”

11 See footnote 24 on page 8. Who will pay the transportation charges in this case?
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We should like very much to send you a | 200 sample dozen and quote you $12
per dozen, f.o.b. Philadelphia. On the sample dozen, however, we shall | pre-
pay the freight, and if on examination you do not find the mats satisfactory

you may return them at our | expense.

Yours very truly, (244)

5

Mr. F. E. Henderschott,

Bryn Mawr, Pa.
Dear Mr. Henderschott:

If you have not purchased the
bedroom suite you wished to obtain
a few weeks ago, we | should like to
have you visit the store any day
next week to see a new suite we have
just | added to our line.

It is a 7-piece suite with a full
size double bed, single mirror bureau,
triple | mirror dressing table and
bench, gentleman’s chifforobe, rocker,
and straight back chair. A choice is
offered in solid mahogany, genuine |
American walnut, golden oak, bird’s-

eye maple, or old ivory finished on "

solid mahogany in the Queen Anne or
Louis |00 XVI period designs. This
suite is a Hawkes product, and for
finish and construction it is by far the
most | artistic and satisfactory suite
we have ever offered.

You may have a chifforette in
place of the chifforobe if you | pre-
fer it. The bed is fitted with a De
Luxe bed spring, the leading spring
in the crossed helical tied | method
of construction, which makes a won-
derfully comfortable bed. This mat-
tress is made under the strict Ohio
State laws and | thercforec answers
all requirements as to hygienic con-
ditions. The bed may be fitted with

. a box spring and mattress if |2 you

prefer that combination.

The prices of this suite, according
to the different woods and finishes,
range from $425 | to $650. If you
are interested in it, I shall take great
pleasure in | showing it to you if
you will call.

Yours sincerely, (250)

6

Mrs. Henry F. Palmer,

231 N. Luzerne Ave.,

Richmond, Va.
Dear Madam:

During your visit to the store
yesterday, I intended to show you
the Sellers Kitchen Cabinets, but as |
you were evidently in a great hurry I
decided to invite you in to see them
the next time you | are down town.

I want you to see the Master-
craft model at least. It has the au-
tomatic lowering flour bin | (with
flour sifter), which eliminates climb-
ing on chairs and dangerous lifting
and straining when filling the bin.
The automatic base | shelf extender
brings the pots and pans within easy
reach when the lower cupboard doors
are open. .The porcelain work-
table |10 is a fcature every woman
wants. The patented ant-proof cas-
ters prevent vermin from crawling
up into the cabinet. |
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It is built of carefully finished,
well seasoned hardwood. Every joint
and corner is glued and blocked.
The cabinet interior | is of baked-on
white enamel. It has dust-proof and
vermin-proof drawers, metal lined

bread and cake drawers, | with slid-

ing metal lids, nickel-aluminum uten-
sil racks, glass spice and sugar jars,
and many other features that make
for | economy, satisfaction, and service.

This cabinet is 48 inches in
width and easily accommodates from
300 to 400 | 200 articles, the entire
kitchen utensilequipment of most fam-
ilies. You can do practically all of
your work right at | the cabinet,
which saves every needless step,
every unnecessary bit of labor, and
every possible moment of time.

1 hope | to have the pleasure of
demonstrating its many advantages
to you in the near future.

Respectfully yours, (257)

7

J. R. Donaldson & Co.,

1617 Arch Street,

Dayton, Ohio.
Gentlemen:

We acknowledge with thanks
your remittance in the $um of $106
covering our invoice!? of September |
29,

Suite #290 is probably the most
satisfactory fumed oak living room
suite for you to carry | to retail at
$75 or thereabouts. It consists of a
settee, an arm chair, a rocker, and
a | 34-inch library table. The

12 See the specimen of an invoice on page 71.

frames are very strongly constructed.
The spring seats are upholstered in a
good grade | of imitation leather.

Most manufacturers of fumed
oak use colored shellac varnish in
finishing, with the result that when
a | 1 piece is damaged the shellac
must be removed in the refinishing
process, which consequently removes
practically all of the color. | How-
ever, this suite is finished by an en-
tirely different process.

We secure our fumed finish by
first subjecting the wood | to the
fumes of strong ammonia in an air-
tight room, and then chemically pro-
duced colors are applied and allowed
| to dry thoroughly. The color is
therefore in the wood before the shel-
lac varnish is applied, so that when
the | varnish is damaged the color
still remains and repairs can be easily
and satisfactorily made. We hope
to 1 eceive your |20 order for a number
of these suites. '

We regret to inform you that
we are unable to continue our pre-
vious | arrangement as to freight
allowance. Undoubtedly you are
aware of the fact that lumber, cot-
ton linters, steel angles, and steel |
wire have advanced very consider-
ably above their former prices. It
follows that our manufacturing cost
has advanced proportionately. In
order | to cut down our cost of doing
business to as small a margin as pos-
sible, we will in the future | make
shipments f.o.b. factory.:s

Very truly yours, (289)

13 That is, the customer will have to pay the transportation charges
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8

Mrs. Mildred Willard,

1914 N. Fulton Ave.,

Haverhill, Mass.
Dear Madam:

The rug gives the keynote of
color for every room in the house.
You choose the color in | the rug
you wish to develop—to emphasize—
and leaving the other colors as a
soft backgro